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STUDY OF EI{PLOYEE ],EAVE I'SAOE IN EICEER EDUCATION

I]NTVERI'ITY OF WEST rrIBOIl{IA SYSTEI'

BIT CONI'ERINCE

I
I w. held an exit conference on November 6, 1995 wlth Lhe chancello'r

I of lhe Board of Trusteee of the University of west vlrginia syeLemI
and all findinge r,,rere revj-ewed ard dlscuseed. The chancellor

I
I indicated his reEponses to the reporE trill be dubmitted at a 1ater
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STIIDY OF E!'tPIJOYEE LEAVE USAGE IN ETGEER EDUCATION

ItNfvERsIfY oF wEsT \||lRgXlg-IA sYsTB,I

INIRODI]CTION

Effective Jul-y 1, 1989, Ehe Board of Regente, governing

body of Hlgher Educaclon in Hesc virgllia, was aboLished and

replaced by the Board of Trustees (Board) to govern the Uniwersity

of weBt. Virginia system ard the Board of Directora to govern the

StaE.e College Syseem. Chapter 18B, Article 2, Sectlon 1 of the

wegt Vlrginia Code establlshed the Board of Trusteee for the

Unlversity of West vlrginia SysEem. The Board conBlsts of

€eventeen medbers. five of whon are ex-officio members i.'ith Ehe

remaining cr,relve appolnted by the Governor ald approved by the

senate. The Board employs a chancellor wtro serves at the !{ill and

pleasure of the Board arld aseLsts the Board in the perforrnance of

lLs duelea and responslbil ltsle€. currently, Dr. charle€ w. Mal]nlng

of Charleston, west Vlrglnla is servLlg in the capaciey of

chancellor of the UnlverEiLy of west vlrginia system.

Board of Trustees systern RuLe Number 35, establlshed

u.nder authorlty of chapter L8B, Article 1, Section 6 of Lhe Weat

vlrglnia code, establ-lshes leave eliglbiltty crlterla arld provldee

rulee aj]d guldellnes for eEployee leave accrual and u€age.

The unlversity of west vlrginia system le cornprised of

tbe six ln€tltuts10!6 lieted bel-or.r:

MarBha1I Universitsy
HurtingEon, VIV

Potomad State col-Iege of West Virginia UniversLty
Keyser, Iw
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west virginia craduate college
south charleston, !w

wests virginla sehool- of oBceopathic Mediclne
Lerlsburg, wV

west Virginia University
Morgantown, wV

west virglnia UniverEity ac Parkereburg
Parkersburg, wv

-3-
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Mr. Richard M. Adam€

STI]DY OF E!'PIJOYEE LI,trVE UgA68 IN SIO@, EDUCATION

ENTVERSIT? O!' I{EgT 1rrROII[IA EYSTEI{

BOARD OF TRI'STEES

AUGVST 3L, 199 5

!4rs. Kay coodrjIn
chairnar Ripley

Mr. David c. Todd
vice chairmar Hutrtington

l4r. Robert A. McMtllarl
rtinsburg

Parkersburg

. wleeLing

charleston

charLeston

charleston

Huntr-ngCon

charleston

Vacancy

Vacanqy

Cathy M. ArnEtrong, Esq.

John R. Hobliczell, Esq.

Mrs. Luc1a B. James

Dr. Sharon B. Lord

Mr. A. Michael Perry .

Mr. .foseph W. Poi{ell

Mr. PauI R. l4arEt4elll
chairmar of the MvIEory council
of ClagBlfled EnpLoyeee . . .

Dr. C. Allan RoberEa

. Morgartown

chalrBan of the Advlsory courrcll of FacuLty . .

1,1t. Mark C. Haggerty

Dr. Henry Marockl-e
SCaee Superintendent of Schools

chal-rnan of che Advlsory CourclL of SEudents . . Keyser

nr al i F+^r.l
chancellor, state college syBtem of West Vlrginia . . charleston

Lewl6burg
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It dlod L. sh:dd4 CPA Dterd
IeSidadvc Po.r tudi Dh,b!o.
Bddlnt 5, Rcr 75lA

WDST VIRGINIA LEGISI.ATI]RE
Joint comfiittee on corennneit and. Firto.nce

CEARIESTON, PESI VIROII\'IA 253O5

Tho JoLnt' Cm{ tstsee oD ctovalDDeD'ts ald Fiaaaco t

The purpose of this sLudy was to determine the impact of

Board of Trustees syBtern RuLe Number 35 on employee Leave usage j-n

che University of West Virginia System. To facilitate thig

det erminati-on, lre established the f olLowlng objectives :

1) To determine Ehe total yearly cost of leave

Z) fo 
-aater*ine 

any correlation between l-eave
usage alxd sa]ary and/or Leave usage and
Eenure .

To determine average yearly leave usage per
enrployee.

a. To a€certain the compoeitslon of Lhe
group of employeeg t hose yearLy leave
usage exceedE ehe average yearly leave

To determlne ful1-tine equivalent employees
required a€ a reEuLt of Leave usage.

a. Nurnber of additional employeee
required.

To determlne the effect of alLowlng all non-
classified staff and twel-ve-month faculty to
accrue two annual days per month.

To determine ehe effect of the policy as it
relates to carryover of arnual leave.

3)

n

-5-
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InformaEio! concerning employee leave uoage for the

period December 1, l-989 through Novembet 30, 1994 was obtained by

vlaltlng each 1n€tltuElon 1! the University of west Virglnla
syetem, reviewing institutlonal records and incerviewing the

appropriate univerBity persomel. A rardom sanple of employeee waa

selected ba€ed on the total number of employeee accruing leave at

each institution as of Novenber 30, L994.

The records r,re reviewed for Ehe sanple of employees

included persolrnel fiteE, leave recordg and third parEy

docunentat.lon of sick Leave usage. For tbe purposes of tsh1s atudy,

nthlrd party documeDted slck leaven referg to thal aick leave whlch

is substartiaEed by a phystcia!'s e,Eatenent and ilntegrity sick

leavet refers to aLl oEher eick leawe. we also reviesed each

institutlon'€ payroll erq)endlEure echedules to develop a sal-ary

hietory for each empLoyee for the purpose of assigring a cost to
leave usage. In calculatlng leave usage, donated slck and anrual

leave was lneluded only as it wa€ u€ed by the recipient empl-oyee.

Aly accrued alrnual leave Losts when an eupLoyee's annual

Ieave balarce exceeded the naxlmum carr_yover avallable to them waB

no! reflected as l-eave used. At al-l lnatslEutiols in the University

syste!0 other thar West Virginta unlverslty, Ehe percentage of

accrued alxnual leave logt r.ras baBed o!1 a projectlo! of the actual

reeult.s of the enployeeg Eelectod frol! those lnatltutlons over the

5-year study perlod. Eonever, weeE virginla Ulrlversity only

recalns enpLoyee leave records for a perlod of 3 years conslE cents

wlth applicable FederaL sEahutes meanlng any projections over a 5-

-6-
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year spa.u EuEt b€ eslluated. our dl.gsueelone ultsb repreaeDtatlveE

of west Vlrgiula gDj.veretEy ltldlcace arr eatldaEe of 10E of Ehe

aauual leave daya accrued belng losE wouLd be a reaEoBable estldate

ald Eucb estlEat€ vrag ullllzed ae a baEle for coEpletstag the leave

aEudy.

In Ebe ProceBa of establlshilg average leave usageg for

che €attrple of, gryloyeeg ba6ed on salaiy fevel a.Dd leauro, we

dlecovsred vlde v-arl-ances ln tbe leave uEage pagteras of, cLaEelfied

euployeeE aa opposed tso lon-claaEj.fled eElttoyees aud trjelva-tloDtsh

f,aeulEy. Tbese valiaicaE would have resuLEed h a dlscorclon of

tbe averages. Tberef,ora, u€ dacided co divide tbe aa!4tle of

edployeeE i:3to tso gEoups or !Et!aEa'3 claeelfied euployees were

hcluded 18 oDe sEraEa whLLe lo!-claBslfled staff a:cd tsweLve-Bo!tsb

faculty sere 1r1 a.aocber gEraca. sbce nos-cla€Elfted Etsaf,f ald

Euelve-ooaCh f acully colq)rlse approxlBately Ewe.utsy- eeve! Perceqt of

tb,e tsocaL DuEber of eEplolteeE earniag leave a.Bd dlf,fe! greatly l!

satary atld leave ueage f,roB claEElfled eEltloyeeg sbo accouDt for

tlla reBaid.lg aevelly-cbree lr€rcetr! of tsbe goEal, se coEcenErated

our aJlal,yaea o!, tshoae claEa1fled eqployeeE.

gllcorely Yours,

t
I
I
I
t

Argust 31,

AudLtarE :

1995

Michael
Nell M.
l4,LchaeL

E. glzeEora, CFA. gup€rsLBo!
!.lcEachrou, cPA, $4)ervigor
A. Eouae, CPA-Appre|ltlce

, Diraccor
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STI]Dg OF EIIPIJOYEE &EJAVE USASE IN EIGEER EDUCATION

I'I{rVER,SITY OF ITEST \,IIRCIIIIA SYSTB'

SUIAIARY OF FINDINC'S

TOIAL COST OF T EAVE ItgAOE AI'IOIINT@ TO 575,146,680

L. For the study period, Lhe cost of sick and amual leawe u8age

wae S?5,L46,680.00 or 915,229,336.00 per year. The average

yearly leave usage for enployeee in our earnple was 24.35 days.

The cosc of leave usage of thoae enployees ueing feave beLor{

the average roLaled s42,542,141.00, while the coet of leave

uaage of tshose eutployees ueing leave in excess of che average

totaled $33,504,539.00. Annual leave usage accounts for

554t34a,577.00 or $L0,869,?15.00 per year. sick leave usage

accounts for i2a,?9a,103.00 or 54,359,62L.00 per year,

S18,995,489.00 of which relates to integrity sick leawe alld

52,8O2,6].4.0O relates to third party documented sick leave.

coets are based on ealarv and benefits.

COMPARISON OT LljtrvE FOIJICIES

2. The total cost aesociated t1tsh annual l-eave per year to the

UDiverslty of WesL Vlrginia Syster0 (universlEy syatem) during

tshe study perlod anourted to $2,255,303.00 Eore uhder tbe

Hlgher Educabion leave policy t.ha! 1ts wouLd bave under the

Dlvielon of Pergonnel leave poticy. The Unlversity system

policy reEulced in a4 additional coBc to the state of

S939,284.00 per year as it percalnB to accruaL of annual leave

for non-claesified staff arld Ettelve-month faculLy, plus ar

-8-
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additional cost of 51,316,019.00 per year as lt pertains to

carrlaover of annual leave.

NELATIONSEIP OF I,EAVE I'SAGE TO EI'PLOYEE COUPENgATTON AND TENI'RE

3. After analyzilg the correlation of Leave usage to boch salary

and tenure, we have delermined tbaE tenure and sick leave

usage exhlbit only a alight rel-ation€hip i{hile there is a

€igniflcant and direcc correlation of sick leave usage Lo

--^ ^: 6ick leave decreasee as Ealary 1eve1

increasee. A$uaI leave usage exhlbits no co!:relation to

ealary leve1 ald ls related to tenure only in that it is a

reflection of accrual rate i{hich is baeed on t.enute.

}IB1Y9E9 OT EMP'JOYEE &ljAVE I'6AGE BY iIOE CATEG'ORY

For classifled employees, the average yearly leave uBage nas

26.4L days and the average salary was $19,388.00. For non-

clasalfled €tsaff ald twelve-month faculty, the average yearly

leave usage tras l-7.39 days and the average salary wae

s45, 558 . 00 .

RILATfONSEF OF LEAVE ItgAGA TO NIII'BER OF ElrPI,OgEEg REOITIR@

5. our a!.alysls reveaLed that a full-tine aqulval-ent enployee of

1.10 wae reguired for each posltion to compensate for 1eave

used by eBpl-oyees. Thls tran€laceE to €uf, additional 575

ernpLoyees aE a coEc ot 5:-5,229,336.00 per yeaf, based on

average E al-ary plus benefits.

-9-
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ST(]DY OF EMPIJOCEE IJE:AVE SSAGE IN EIGEER EDUCATIOI.I

I'NrVERI'ITY OF WEgT IrIRGINI,A SYSTEI.I

OENERA! REMAXKS

TOTA'T COST OF TTEAVE I'!IA6E lMOnNTm TO S76,146.580

Board of Trustees System Rule Number 35, incLuded as

Appendlx A in chls reporE, aLlowe enpLoyees occupying fulI-time
cfaBsified posltlon€ to accrue annual leave on the follouing basl-s:

IJess than 5 yearg' aervlce: 1.25 days/nonth, mEuKimum
carryover - 30 days;

5 but l-ee€ than L0 yearB' selvlce: 1.50 days/nonth,
maxirun carryover - 36 days,

10 but less thar 15 years' 6ervice: 1.75 dayB/molth,
maximum carryover - 42 dayg; ald,

15 or more yeare' servlce: 2.00 days/rnonlh, maximum
carryover - 48 days.

!\rll-E1me non-classlfled empl-oyees and faculby sith twelve-month

appointmentss are allovJed to accrue tnelrLy-four 124) dayg leave per

year caLcul"aeed at the rate of 2.OO day6'per montb from the date of

enployment.. Ernployees working at least 1,040 hours per twelve (12)

consecutive months on a regular ard conrinuing basls, but less than

fulL-tlrne are allowed aruual leave on a pro rata basis.

Accumrlated arurual leave for contirulng enployees may be extended

beyond that amounc acheduled co be earned by all enployee during a

perlod of ole (l-) year based on the erq)loyee's eurrent monthly rate

of accrual by rfriEtsetl approval of the presldent or hls/her

designee, bue in no caee sha1l it exceed t$ice the anounL scheduled

to be earned in any enBuing tselve-month perlod. GeneraLLy, all
annual leave musc be aDDroved in advance.

I
T

I
t
I
t
I
I
I
I
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Elrll-tir0e enPloyees accrue slck leave at che rate of 1'5

sick days per month. Employees lrorking rnore than 1,040 hours on a

regular and co!tsinuous baBiB durlDg a twel-ve (1-2) consecutive nonth

period buE lese tshan fu11-Line accrue sick l-eave on a pro raca

baBls.

slck leave rnay be uEed for the foLlowing reasonE:

1. Ersployee io llt, lnjured or disabled;.
Z. ffilolee's iuurediate family nenber is

eeriouelY 111 or diee; and'
3. If arr .n!Ioy.. hae no annual leave and

an excreiqe mLBfortune has lrappened to
che emPloyee or hie/her immediate
faELly, Bick leave nay be gYalted'

Ar erq)Loyee'6 gLck leave w1ll not be gralted for l-eave taken for

nore tha! flve (5) consecutlve days wltbout satlefactsory proof of

lllness or tnlury, aE evldenced by a stateBent of the attending

physlctan or by otsher proof €aclsfactory eo the college' we call

this form of proof "Ehlrd party verif.lcationo. The remaining sick

Ieave taken, ocher tha.u Ehe aforernentl-oned, is based on the

enployee'€ word or tnteg?itsy arld we call- LhIs feave nintegrity

Bl-ck Leave'. There ie a proviglon for the in€titsulions to require

proof of slck leave for 1e€6 tban five (5) consecutlve days' Also,

Lhere Is a naxlEuln charge agalnst sick leave of two hundred sixty

1260) sork daye per confineuent, aL rrhlch tine disability

retslrement should be congidered. Geuerally, sLck leave is not

approved ln advance a.Dd the e!trployee deternilea uheD he/she ls lll'

The results of the above leave policLeB for Ehe €tudy

perlod (Decem.ber 1, 1989 - NoveEber 30, 1994) fol-lous:

t
I
I
I
I
I
I
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TOTA',

Ar1:lual gLck Togal

s54 ,34A,57'7 521. ?98,103 576,146.6A0

Sick leave ls further depicEed as

TOTAI,

Lneearitv 3rd Partv Toea1

5ru, v95, zlttv s2.ao2,6!4 szr.798.xO3

YE,ARI.Y AVERACE

Alalal SLdk Tolal

sf,9.-9S2,JE94-352.52a 5-222"]}-9

fol-1o!rs :

YEJAI'TY AVEIAGE

I!ts6qrltv 3rd Pa,rtv Total

s3-l_9-9-_A-9-q $5-6-q'523 SA'-3:9"54

The above tsab1es indicate for every dolLar spent on Leave, ainual

leave repreaents S0.71 ard sick leave represents $0.29. For every

dollar spent on eick leave, integrity leave represents S0.87 and

third party leave rept'esents S0.13. Tbe average yearly leave usage

for enployees ln our sanple was 24.35 days. Tbe cost of leave

usage of tshose enployee6 uBing leave below the average toEaled

542,642,f4I.oO, ithile ehe cost of leave uEage of those employees

uslng leave In exceeg of the average totaled $33,504,539.00. Costs

are based on awerage ealary during che study period p.Lus 30& of

che average ealary for the related eraployeed' benefit6.

CO!{PAR1g6T OF IJEAVE PO'JICTES

We noted In our scudy the Universlcy gl.sten's carryover

pol-iry allowe a greaLer carrj.over of alIlual leave than the weet

vlrginia Dlvieion of Per€onnel. The followlng Eab1e shows the

difference ln carryover policiee between the two and Lhe added eosLs

to tbe UDiversity sygtem based on the average ealary during our

atudy perlod ptus 3o? of the average ealary for the related

ernployees'benefits.

-72-
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cerwover LE Dav€
Unlversity wv Div of

30
30

40

t
I
I

>2< 5 Yeare
>5< 10 YearE
>10< 15 Years
>15 Years

Cost Per

<5 Years
>5< L0 Year€
>10< 15 Years
>15 Years

CoEt

Total

Svsten

30

4A

Year

48
4A
4A

Cost Per Year

30
35
40

I
I
I
t
I
I
I
t
t
I
I
E

I
t
tI
t

Addltional
Daya Accrued
Under Hlgher
Ed Pollcv

254
469 32 ,36L

L39,230

s188,103

NON-CI'AS9IFIED 9TAFF & 12 -l{O!Frs FAcuIrrY

Ca'rrgovsr ltr Davs
uElverBlty wv Div of

svstetn Persomel

4g 30

Addiclonal
Days Accrued
Under Higher
Ed Policv coBt

1,388 s 204,036
2,3'12 52L, A40

75'7 151,400
rt2o5 25O.54O

sr .a27 .9r5

s,!--315.if,-l

we mentloled earlier ln tshls report that non-cLaBsified

€Eaff ald tsyJelve-montb faculby accrued amual leave at the rate of

ewo days per nonth no natter uhats the enployee's lengih of service

nay be. Of the $L,12?,916.00 toEal coEt e,hown 1! ehe table above,

$5L4,991.00 can be atcrlbuted Eo thlE pollsy. The following table

showB the a@ual coscs tso the lnsEltutlole resultlng from the

addieloDal dayE accrued under thi6 pollcy durtDg our scudy period'

- L3 -
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Tenure SvsteE

<5 Years 24
>5< 10 Years 24
>1-0< 15 Years 24
>15 Years 24

Tocal- Per Year

Acdrual Dava Par Year
Universitv wv Div of

Addibional
Days Accrued
Under Higher
Ed Policv

3,012

552

s4s1,584
377 ,3OO
110,400

-0-

s939.244

The total coEt per year to the UniversiLy syeten during the €tudy

perlod amourted to 52,255,303.00; because of the differenceE beteeen

the two policiee. Thls amounL reflects onLy the cost associated

r,rith those employees who utilized a portion of the additlonal days

avallable under Lhe Hlgher Educatlon pollcy. If all employees had

fully utsilized the additionaL daye avai]able, the cost per year

would have been $7,318,689.00.

Patcern6 of amual leave usage by those employeee included

in the gatrrple clearly itlustrateE the effect of Ehe UniversiLy

dyecem policy on artual leave usage. Many enployeee, especially

non-clasBlfled 6taff and twelve-montsh faculty, take arlnual leave

each month to avoid the loss of ally leave tlme. conver6ely, many

enployees actually lose a@ual leave when their balarce exceeds tb.e

rnaximrm accrual allowed at the end of the month. Thie poliry may

precipltace the use of allual leave at lnoptrrcrturle times durlng the

course of che academic year elnce the al-ternative would be the loss

of chis beneflE. In addltion, chis pol-icy could a1eo create alr

extra workload on clerical i{orkers in keeping track of the amourt

of anDual leave taken each montb by each employee as weLl- aB

checking each employee's bal-ance against the maxinum accrual allowed



on a monthly basis.

The Univergity System Po1icy requires writlen approval by

the preeldent. for an enployee Lo accumulate a-Ilnual feave in excess

of the anourt earned rdltshin a twelve-month period. Even though a

large number of employees ln our earnple consistently maintained an

annual leave balarce ln exceas of what they earned in a l2-month

period, 1! Ehe vast najority of instarlceB no such written approval

was found.

One al-tert1atlve would be chalging the current policy to

aLLorr for the carryover of anrtuaL leave frorn one caLendar year to

the next ln a flxed amoult. Thi6 type of change in current policy

uould regult in a si&pLlfled record keeplng systern and facllitate

the plaDnlng for uBage of, a@ual Leave by enrployees arould job

requlremenes and'torkLoad.

we also noEed the follotring differences in Bick leave

policlee betrdeen Lhe Universlty syetern ard Lhe weet vlrqinia

Divlslon of Persollel:

I
t
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Dnl ldL Eed

w\t Dlv. of
Persop.q€1

5 daye per yearFaBlly slck Leawe
3rd ParEy verlflcaEloD of
Falilly MlEfort.uDe

Illnegs 5 cotl€ocuElve dayB 4 consecutlve daye
NoDe5 days per Year

under the UnlverslEy syscem polIsy, the F esldent of ehe lnsLitutlon

has the authoricy to gralrt up to five dayo of paid energency leave

Eo ar euployee who has suffered fanlLy mlefortule but has no ainual

leave available. The Dlvision of Personnel pol iqy does not provide

for pald abeencee fron uork without the use of Leave. we were not

able to determllre the costs of che a-bove dif,ferences.



Tr
II

RELATTONSETP OF LEJAVE I'gAgE TO E!@!OYSE COMPNSATION A.ND TENI'RE

l
I Upon straEifying the population by sa1ary leve1 for

- cfasslfled employeeB, we were able Eo determine that aIrnual leaveII ueage was unaffected by Ealary level, whil-e sa1ary hae a direct

I correl-atlon to 6ick leave usage. Those enployees receiving the
I ,oro"Bt pay used the hlgheat amount of sick leave and conversely,

t thoBe empLoyees recelvlng the higheet pay used the Loueet amount of

sick leave ae tlluEtraEed by the following graph.
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Upon stratlfylng the populatlon by tenure for classified

-- employeea, we were able to ideltlfy correLations betseen leave usageI-
f and emDlovee tenure. Ar analvsis of the data indicacee that vJhile
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aick l-eave usage is slightly relaled to enployee tenure, it is much

more cLosely related tso ernployee comPen€tacion. Sick leave usage

beglns decfining vhen the salary Level reacheg $20,000.00 and

contlnues to seeadlLy decline aB salary leve1 increages regardleee

of lenure. convergely, allua1 leave usage exhilclts a direct

reLatsiorstrlp to enployee tenure. Cwer the first several- years of

enplof/rnent, erq)Loyees tsend t.o utlllze only part of thelr amual

leave accumllatlng a balalce to carry forward. once tshis balance

lrear€r tshe maxlrmrm accrual allowed, tshe employee tend€ to take the

sane anoullt of annual leave that they earn each year. The followlng

g?aph ll-lustrates this relatlonghlp between tenure ald arlrual leave

usage.

University of West Virginia System 1A01189-11130194
AverEg€ Annual Ds)B U59d Por Ye€t By TeftIrB
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ANA',YSES OF B'FLOYEE LEAVE I]SA6E BY iIOB CATEGORY

For classified employees, the average yearly comblned sick

and arrrual leave usage was 26.41 days al]d the average salary tdas

$19,3s8.00. Amual leave usage accouDts fot :-6.'75 of these daye arrd

the remaining 9.66 d,ay9 ca-! be atcrlbuted to sick leave usage.

Uaing these averages as a staldard, lte prepared the fotlo$ing pie

charts tso colq)are the compoeltlon by Job category of those

classlf.lad employees whose Elck leave usage exceeded the stardard

tso the composlEion by job category of aLl claeglfled employees.

33% A.h&@!uvs & T€chthd

S% Buldlng S€ ,t€ Wdker6

1 1% Mbo€Iarl€oll8 OUE B

t5% s€d€brtal

University of West Virginia System 12/01/89-11130194
cdDFsBoo ol Emplot€es by Job Cabgcry

21% Genoral cttr!€tclertal



University of West Mrginia System 12!01/89-11130194
Compoddon d E'nploy€€a Ushg Sb( LlavD bt Er€€8 d A€rg€

10% Tr9d€3 w(tl(.r8

g% er&Ir€ S€r'rL€ !t rksr8
22% fdtr&atEdv€ & T6hnb€l

8% MhaalblEora otBr8

28% @n€rd Ofrca/Cl€(bal
2.s€f,owh!

The percentage of bhe ithole represe!tsed by each Job

cacegory on tshe two chartss varies Epst sIgllficalxtsly arnong

adninlscrative arld tsechnlcal i{orkers arld Eecretarlal staff '

AdrnlnlEt.ratlve ard tecttllcal lrorkers represelE 338 of aLl cLaeElf,led

enployeeE buts only represents 222 of E]no3e cfasslfled workero using

elck leave lE excegg of, the average. secretarlal etaff repreEent

onLy 15* of all cLa€gifled eEpLoyees but represeDt 224 of Ehoae

classlfled uorkers uelag slck leave ln exqesg of che average.

RELETIONSSIP OF I.TJAVE USAOE TO NUIGTR OF E}@I.OYBS RTOI'IRED

fn order to keep each lnstltutlon ln the Unlverslty SyBtem

operating fot 247 buglneee days durlng each calendar year, our
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analysis of leave usage revealed Ehat 6,218 employees lrere required

to perform the duties of 5,643 employeeg. Tn other worde, a ful]-

time egulval-enc employee of 1.10 was reguired for each poglcion to

courpenerate for leave used by eftployeeB. Of the 575 addltional

enployeee regulred, 4oB of these addiEional empLoyees ca! be

actrlbuted to amual leave usage and 167 addlLional enployee€ can

be attrlbuted to sick leave usage. concerniDg theee L6? employees,

22 etrq)Loyees caII be credited bo third party documented sick Leave

alxd 145 erq)Ioyees tso integriEy sick leave. The coet associated sieh

the 5?5 addltlonal enployees amounted co S75,146,680.00 or

9L5,229, 336.OO per year.

conslderlng the high coBt of the addltlonal enployeeB

requl-red, perhaps overcine should be considered as ar opclon for

non-exeEpt etnployees if it 1B not al-ready being uCilized. Based on

current costs factor6, use of overtlme to compensate for leave usage

eoufd coet approxtnately $4,5OO,oOO.OO per year aa conpared to a

co€t of approximateLy $L1,900, ooo.oo for hiring of addltional

eFployees tso colopeneate for Leave usage. Thls dlfference tlarlslates

to a savlngg of $7,4OO,OOO.OO per year. If tralning coses vere Co

be llctuded, coEt Eavlnga would be increased by a slgrificalt
a|lloltllE .

ADDIrIOIBI AIJTERIBTIVES

Curxent poltcy allows for use of two categorles of l-eave:

arDrual- Leave or eick ard emergency leave. Amual leave is tso be

used for vacaLion days and sick aIId emergeaqy leave may be used for

pereonal 11lnesE, Eanily i1l-ness or death in the imrnediaLe family'

-20-



AD altsernative woul-d be to provlde for three categorj-es

of l-eave: atlnual leave, sick leave and emergency leave. Aruual

Leave would requlre prior approval and ltouLd be prinarily used for

vacaEion dayo, sick leave would be used for pereonal illneee or

nedicaL atte!tsion, and ernergenry leave r,tould be used ln caees of a

fanlly nenber betng 111 or requirLng medical attention or when a

deaeh ocqurE in the irmledlate family. Energenqy leave t'rould require

no prlor approval, but lrou1d requlre proof of Lhe eEergency after

ehe faet, ard ldould be routtDely charged against atlrlual Leave but

could be charged to Elck leave In caBes where aruual leave has been

exhausted ' TbiB change in currelt policy !'outd be beneficial to

both tlre statse al3d Eo career eEPloyees. career eEployees would

beneftc by accur0ulatlng Elck leave whlct! can be accutlulated in

uullmited aEountet aet optrreed tso aqcumulaEing a.DrluaL leave lrtrlch trn.rst

be reduced co a opectfied arpunt at cbe eDd of each caLendar year.

since our arralysis lDdicated.Cbat a slglifica]lt anouat of 6lck leave

wa€ uged for purlrses other tha! personal LLltress, lt would be

betlef.lclat to the scate Ln tshats 1t ltouLd reduce average totsal leave

taken per elgployee each year. Tocal coat to the Scate would be

reduced because the extra leave accumulated by eEltloyeeg would

becone a cogts only for those enployees who eventually draw state

retlreloen!.
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APPENDIX A

TITI,E 128
PROCEDURAL RULE

WEST VIRCINTA BOARD OF' RECENTS

SRIES 35
ANNUAT LEAVE, SICK LEAT'e, MIIJTARY LEAVE AND OTHER LEAVES

t
6128-3F,t. General

!.1. Scope. - Pollcy regarding annual leaee, Eill.
lary leaee, leave of ebs€lcE c.l!hou! pay, uick alld
emergency leave, and Fltoess and Jury leave for oE-
p loyee3 of the s tato syst€ Eo of hlgher educado!-

1.2. Authority. - W. Va- Code g1&26-8

1.3. Fillng Date. - April2r,1987

1.4. Ellective Da!e. -Juue 20, tg87

1.5. Repeal of foroer rule - Ravlses and replaces
Policy Bullelin No.35 ellecdva Decedbe! 24.lg8g

5 I 293Sz Lave eDtitle6eEt.

2.1. Persons eraployed Ir tb6 sta!e system ofhigh-
er edueatlon suls€quen! to Jenuary 31, l9?4, shall be
€nliLled Lo annual leave, Brilitary leave,leav6 erithou!
pay, sick and elDergency l€ave, and trlttres aadJury
Ieave as hereinafler provided

{12,93$3. Leave policy optioo-

4.1. Il is !h€ d6ir6 ofthe West Virginia Board of
Reg€als lharestployees of lhe Boald shall earu annu-
al leave rrllh lhe len€th ofleaee based on tho level of
p6ttioo, rsponslbillty, sereice ard olher &ctors.

4.2. Ercept E3 other$'ls€ provided hereirl ehploy-
e€ of fhe Board of Regentg shall aci.uEulate and 16-
ceiveennual leave \rirh pay as follows:

(a) Noa-cLa$llied eEployees and Faculty with
t19elee-loonth(12) c!nE.a.B shallb6 eligible for r,lre!-
ty-four (24) dayB loaveperyear, calculated s!lhe lale
of 2.00&F per honlh from lhe da!e oferlploJrEenL

(b) Faculty on less rhan l2-mon!happoitrlEe!19
have their holidays scheduled in acrordance wl!h lhe
approved academic calendar and as sucb, do oo! ac.
crue anoual leave days.

(c) All other full.time, regular eBployees ln
classified posillons shall be ellgible for ennual leave
wilh pay on rhe follovringbast:

(l) Less than tive (5) years'service: One a.Dd
one-fourlh (1.25) daF per Eoo!h;

3.L ?-e.soDs presenlly ehployed in lhe slate sys- (2) Five (5) !o telr (lO) yeds'servhe: One
!e!d of higher education haee the opllorL ellecrjve ald ono-hau(f .50) daF per !!onrh:
February I , 1974, ofelectilg to accept Dhe leave po Iiqy
ber3inalter providad or ofelecdng to ralaia covoraBg (3)Ten (lO) to filteoa (!.$ yean'servlco: Oao
uDder lh€_de3lgrlaledprc.cdstlng leave poltd8 oflho and three-fourrh (1.?0 days per uonth;
Board of Govemoas or lhe Stat6 Bosrd of EduaadoB.
s3 99 gso Eay b9. Such elecdoa shalt be nade by (4) FllLeeq (lO or tBore yearr, s€relcs: T,ro
each indiglduat oa or b€foro Juro gO, fg?q bt gteiog (200) days per noarh.
l'rilto! &ttcs to tho l.Es}lh'}|.q h ths Ea.Erla! DrrF
scdbed by tbe Presldea! ofthe LosdtutloD- Th6 opiloa (d) No person who is eerolag a higher accunu-
to^elect shall perrai! ln firll !o lhs leav€ pollcy hsreln- latlon thaa Lg authorized qnder this poucishall be
sltet'lefined orto lbo pre€dstlagpoudes. !..llvtdB- r€duced !o coEply eilh this potlcy. Ho*"r"r, upoi
al elq.enl! Eay lot bo elecled f!o!q atloog th6 s€eer- leaving the psiuloa the Droper accu.ul.do. r:us
al .l€av6 policie-e. A.o employeeh elecdon of a leave shall rh.ence-iorth apply.
policy.ehall b€ orlscdvo fro m tho date wrltten aodce ls
received by rh€ bsdtudoa froEl rhe Lrdleldual (e) Term of service described iu (c) aboee shall

!12&3$4. A.un,jd reaye- n?"r$:iffi #iT tto! requim continuous serv'I

t

I
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(0 :(on.laculty emptoyees rvorking at leas! one.
half!ime (1040 houG) on a regular and contlnuing ba.
sis. bu! less *ran full-tlme, shall accumulals adoual
leave ona pro rala b6!b.

(g) Anoual leave shall no!beeccorded erdergen-
cy or sho rt.lerm eErployees or studen !9 employed o n a
pen.LlFe basls.

(h) A hollday ocotrring during an eEployee'E
leav6 period ghall dot b€ codidered as a day of leave.

0) A6ubulated a&ual leave foc coadoulng
eeploye€s Eoay ba 6*€nded beyond lhat earned dur-
inga period ofons (l) year by rrritlen appronal ofthe
Presidenq but b no case sh€ll l! exceed twico the
arooun! earned l.qany htelvs (12) Eonth lerlod.

O An esrployee k eudtled lo accwoulaled leave
a! lerEinadon ofsErvlce, but h oo case Eay thls 6.r-
ceed lho I itdi L9 sel In C0 above.. leeee dloe loay not be
esroed durbg a tsrBiDal leave perlod.

(k) Annual appointoent.periods of nlne (9)

raondu or rnore shall be crediled for on€ (l) yesr of
geryice for annual leave calculatJon purposes.

!12&35J. Otler coadltioo-s.

5.1. A$ual leaeo al the requesl of the eroployee
loay be glanled !o an € mployee because of llloess, pro-
elded all ea-rned slck lea !r€ has been used .

5.2. Caldladolr ofannual leaee shell be basedon
years ofselvics !o lhe Slale ofwest VLginla" regard-
less of ths hca ri,oa of tho elBp loyee's worlL

5.3. Aaaual leace gha.ll b€ arranged to li,! operat-
lnggchedul€. Howevar, cooslderadon shorld be giv-
eq to aa 6Erployoo'6 requesl Lesee laay lol bo laken
beforo ltLs oarBed.

5.4 Ia lhe oyeqt ofa!, eaployee's dea$, acruuu-
la!€d leave FtU b€ qedlted to tho eoployee's helrs or

5.5. Clasefflcatloq rscord. - Eacb lBdtutiod
under tho Board ofReg€ats shell ke6p oa f1l6 a record
showing classillcadoo of each eEploJ.oo a.4d curren!
Ieave 3!alus.

5.5. Annual ieave may be transferred fma other
agendes ofs!.o!€ gEvernrEent !o Bo6rd ofRegenls in-
gdlulions" Any requEr for uandor of annual leav6
dus! be tDade t rtlhia lhirty (30) calond,sr days of rhe

!ime !he €mplo:ree c!rlllnences wo.k ac lbe Board in-
sci!u!ion. Cerllficarion of lhe balance which erisled
ln lhe l6ing slafe sgedly t!us! follow lhe rcqu*! for
lranslerand bearlhe signaLureofsn ollicea fro6 lhac
agency.

!12&35-6. Milikry leaee.

6.1. An eBployee who b a rdember of the Nalional
Guard or any reserve c!stponen! of Lhe aroed forces
of lhe UBiled Stales shall be enlitled to and shell
recoivo a leave ofsbsence withoul los ofpay, ste!us,
or efilciency ratirg, for all daF i! wblch ancaged in
drllk or psrade3 ordered by proFr.aulhorily, or for
field taaining or acdee sereice for a Etardmue p€riod
of thlrty (30) calen&r days ln any one (l) calendar
year ordDled or authorized under ProvlsioB ofstats
tae. Tha t€rB 'wirhout Los-s ofPay" shsll Eesn tJls!
the employeo shall conilnue !o receive norEal salary
or colrpetBadon, nolwilhslanding lhe fac! !he! such
employe€ BAy leceive o!he. compen3a!ion fror! feder_
al sources durisg the sarle period. FurlherEore,such
leaveofabsenco shell be considered as !ih6 worked ia
coEputing seniority, eligibili!y for sslary increase,
and erperience wilh the ifl3litulion. An eBrPloyee
shall be required ro subEliL an order or stalerdenl in
wrirlug froo the appropriare oilicary olfrcer ia sup
port of!h6 reques! foi suc}t tlililary leave. The terrns
of lhis lolicy shall no! apply ulder lhe provisiorc of
sny Selecttve Treining and Servico Act, oa olhet such
Ac!l,hereby lhe Prffiden! rltey order inlo ecdve dury
the Narlonal Guard and lhe reserve cooponenLs of
lhe drB6d forces of lhe fedeFl govemrdenl

!12,&3.1i-?. L€ave ofabs€Bce lPitlout paj.

7.1. A full-tlne regular employec, upoa eppllca-
. tion in wriring and upoo wrltton approval by the hs li-
tutloaal Pre3iden!, oay be granted a coBtinuoug
leave ofabsenco gdthou! psy for a perlod ofdtoo loc !o
erceed oae (l) yoar, provided, lf g.a.!t6d b€cae€ of
lllness, ell sick 8nd aonual accuoulaled loave have
been tsed.

?.2" Tlo Pr4ldenl at his dbcislio!" Eay roquiro
the wdt!€a approval of tho sup€reisor b€fors eccapt:
ing the terit!€n sppltcationofa! aEployee for a le6ve
of absence ll'llhoul pay.

?.3. Tte Presldent, a! his dlscretion, shall de!€r-
uino If the purpose for which such a leaee ls requ6!-
ed is prop€r ald {rilhin sound admilistrative policy.

7.4. Al the erpiralion ofleave ofabs€nce wiLhout
pay, lhe dmployee shall be roinstaced wirhour lo-ss of
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6ny righls. unless lhe posirion is no long€r availabl€
,due !o a reducllolr [n sqslf caused by curlailmenr of
funds ora reduced workload. Fa.llure of the employee
lo repor! proEptly al the oxpl.radon ofe leave ofaU
sence qdlhou! pay, ercep! for salisfaclory reasons
subraitled inadvancs, shall be cau5e for lorrdinalion
of eaployruenr by the institution-

! l2&3S& Sick and energenc5r leave.

8.1. Eligibillry and allowance. - All full-tlue
employeesoflhe Board ofRegeoB aad eoploloes who
work u.ore lhan one.balf doe on a regular aad con-
tinuing basis, shall beoligibloto recoive andaccuEu-
lale sick leaeo with pay. Full-d.lre employees shall
accumulata eick leave with pey a! the rataofl.5 days
for every employmenl BoBlh or a oqior fracrion
lhereof. Part.dde eEployees working moro than one-
half time shall accuEulale slck leaee oB a Dro-rara
basis. Facultyonnine (9) uooath appoiaroenL do not
acc ru e sic k leave days. A.rrangeraenls can be Bade for
coverage of classes or duti€.

8.2. Sick leae€ trith pay may be acormulaed with-
ou! limiL

8.3. Sick leaw may be us€d by th€ ehployee tlrhell
ill orinjure4 when a Eember oftle immediate famlly
ls seriously lll, or whea death occurs in the imraediele
faoily. For tho purpose ofadEdalstering dris leave
policy, *rs ln-Eedte!6 faolly ls delined as: Tbe fa-
ther, mocher, soa, daugh!er, bro!ber, sbter, b8bsnd
or wife, mother-in-law, fatler.la-latl', brotber-ln-la'r,
sisrer. in-law, soa.Io.law, &ughte!-tn-law, gm!d.
trlother, gtandfather, granddaught€r, grandson, stap
lnother,stepla!her,stepchildren or o rbe rs coosidered
to be merabsls of lhe household a-od llvtlg under !l€
same roof,

8.4. Disab ltl4 6us€d or co ribulod to by prog-
nascy, Eiscarrlage, abonloD, ch lldhittb, atd lecover.
t therafroEo shall be, for e.ll Job-.related purposes,
teElora.ry dlsabUlde. aad shall be trealEd the saEo
as any other olf-tbe-Job llh€rs or dlsablllty Eould bo
lreatcd for slck l€.69s eadtlatuaqt" For lhls ree.goo,
€tlploye6 shall bo oadtled to slck leaeo for their
disabi lities related to pragnaacy aad childb lrth on the
lao€ lertlg al1d conditio ns es thoy or otlG! gloployees
would be endded for other lllnegsd and dleabilide..
In deterElning rrhether aa oEployeo ls uaalle fo
reork because o[a .lb.hllity r€leled lo pregrlalcy or
childbir*L ths seBo criteria ghall be used as erould be
usedinthe case ofanoAer rype ofoll-lhelbb illne$ or
disabiltuy.

3.5. Sick leaie tbr more lllan five (5) coBeculive
days shall no! be $3nred !o an employee for illness
,r.ithorrc sat&faclory proof of Lllness oc Inju-ry, qs
evidenced by e slatement of the attendlng physlcien
or by other proof satisfac lory Lo lhe lnslilutiorL An
employee hevlng an e!tended illness or 3eriou3 lnjury
shall, before reluming ro du!y, obtain Eedical clear-
ance fo help insureadequete proceclior|.

8.6. The institutlon may require evidence from an
employee for verificalion ofan illness orolher causes
for whlch leave may be ganted under rlls pollcy, re-
gardless of the dura cion of Lh6 |eav€.

8.7. [ncases where allaccumulated sick leave has
been used and annual leave ls availeble, il shall be
lhe opilon ofan employee; (l) !o use alyaccumulaled
annuel leave unlil i! has ako e+ked, ra*le! $an
behg removed from the payroll; or(2) to retah the
accumulatrd anhual leave lor ugc sltor relum to
rpork, but be taken off lhe payroll irrlledi4lely alter
theaccumulated sick leave has expired-

8.8. On-the-Job lnjuries or occupalional illnesses
qrhich lneolve ao more lhan thre6 (3) days ofdisabili-
ly leave or absence f.om work shall no! be charg€d
againsl lhe eBptoyee's accumulaled slck leave. Ifon-
the-job iajurles or il laeeses lequire a leave beyond lhe
lhree (3) day period, the eBrploye€ 6ay bave lhe op
tion ofelther of lhe follo.ring: (1) Using earned add
accumulated sick and annual leaue urlil bolh BEy be
s*ausled dnd receivlng any additional b€Befils ad-

Judged o be due under the West Virgi!.ie CoElpensa-
tion t.aw; or (2) regeaving for fulure use any earsed
andaccumuleled sick and annual Ieave and recalving
only Workrden's Co mpensagio d b enelils for which ad-

Judged eligibl€.

8.9. Aos6ployee is requlred !o oorify his superel-
sor iEDedlalely if ill or unablo !o tnork for day aoa.
solL Tbo ootlliealioa shall bo givea to lhe iE&€dlato
supervisor prior !o lhe eEployeeh uortlal slsrtlag
dme aad should include rhe approrl.lato lengrh ofa!-
seace. following two (2) ,rrittea earningr, &llure ro
leport olf froB ,.vork shall be a bash for dlscipllaary
acll.on. which Bay lnclude susp€ngion, deEolion or
discharge.

E.10. Stlldenls employed o! a psrt-drdo besis
lhrough campu and federal reork prograns are lot
eligible for sick leave provislons.

8.I l. Accumulated sick loavo EleJ' b€ Lrargferred
rvith dn employee fror!o!her agencie3of We3! VIrgin-
ia lvher€ €ligibiliLy erfuB for PEIB. Certijlcadon of
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:he balanco which esisred ln lhe losing agenct musr
accornpany !h€ requesr for Uansfer and bear lhe 9lg.
nagure o[ a! omcer of th3! agEncy. A requ6t for
lransfor Erust be Eade wilhin rhree (3) years from the
lasu day ofemployoeal t{ilh the other agency.

&12 S'rck leave proekions are condngent upoa
continued eaplol'aent. Wheo lho gervice3 ofan eB-
ployeo haee lerBlnale4 all si& leave credlted to ths
employee shall be considered ended as of the Las!
working day wirh the lnsdtutlon and no relaburs€-
nenr shall be provlded for uous€d sick lee,ve. Eu-
ployeeg who re3ielr ln good slaadlng and aro later re-
eraployed may have their accuoulated sick leavo re.
instated

8.13. Eacb insrihrdoa slall Ealntaln a sick leaee
record on each employee for coopulation, audlt, and
research purpos€s. Faculty will report ULuess* dlat
csuse sbsenca froo classes as early as possible.

8.t.t Special energency leave elth pay may bo
granled by lhe PresideDt of the lGtltudon to those
rcgulsrly ernployed in the egea! of eilreEre bjsfor-
lune to the eEployee or ti€ lEEadlafe fsrDlly, provid-
ed annual leave is !'ot available. The leaveshould be
lle tBiniEruE neco39ar)r, aBd In no casa rnay it exceed
five (5) daF silhin any fiscal year. Typical evenls
tehich rDay quallfy an employee for such leave are
fue, [ood, or other eveats (other th.s! peBonal il lness
or injury, or sorious lllness or deslh in !h6 tdrBedla!e
faBily) ofatlalule requlring olnerg€nqr acealiorl by
tho employee.

8.15. Tte Bral(ig|urn chalge agains! sick leaee ,rill
be lwo huldred 3i:!y (260) ,nork &ys per conlls€-
rlent, at ,rhich liEe dlsabilily rerireBeut should be
con3idered.

C l2&,3t9. Wiheas 3Jld jury lclve.

Ll. Upon qhe applic"ation in writing. a pelmanenc.
probetionary, p.ovlgional, or !empo.ary ernployee of
tho Bo6rdofRegenB day be granled leaveas indicar-
ed hereiDaner in tjfs secllo A$ual have will nor
_be cherged under the proebioru of lhis s€crlon.

9.2 When" ln obedience !o a subpoenq or direclion
by proper authority, an employee appears as a wit-
aess for lhe Federal Govembent, Lhe S!a!e of Wesr
Vkgiaia, or a politl.cal subdivision thermi lhs em-
ployoe shall be entl tled to leavs c.i!h pay lor such duty
and for such period ofrequired absence.

9.3. Wheo allendance in s court is ln connection
rrirh an aaployee's usual oficial dulies, dme re-
qulred ln goiag and rerurningshall noa be considered
as abs€nco frot! duly.

9.4. Whea an eoployee serv8 upon a jury, or is
subpoenaed !o litigation, the employee shall be end-
lled to leave,ri!h pay for such duty end forsuchperi-
od ofrequired absence.

SPECIAL NOTE: I'hb section of the policy i3 d-
f€ctiee as ofertactEetrt oa Feblur-ry 3, 1976.

!12&3tf0. L€lve recDrds to be maiataind bv
each iBtibrlio!-

10.1. A coutplele leave racord and llle ghall be
Bainleiaed by each college and univeBlty lor 6ach
eoployee. Tbb record ehall dLclose a! ell ttraes ac.
crued leave. as well as leave lllat has beea used" The
Ieav6 record and lilo lor per:ons employed prior to
Fabruart l, 197.1, shall idcludo the slgnad sta!€loent
of the eoployee, giving nolice of tJle leave policy
elo€ tod by the tdlvidual.
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POLICY BULLETIN 35

ANNUAL LEAVq SICK LEAVE, MILITARY LEAVE

AND OTHER LEAVE

Policy regardirig annual leave (AL), miliary leave (ML). leave of
absence with pay (L w/OP). sick and emergenry leave (SL & EL) and wihess
ard jury leave (WL & JL) for employees of the State System of higher
educarion.

LEAVE EIVTITLEMEIYT .

Persons employed in Stare Sysrcm subsequent to January 31,
1974, shall 6e ;ntided to AL. ML, L WoP. 'SL, fL wL e'.lL as
hereinafter provided

LEAVE POLICY OPTION -

Persons presendy employed have the option. effective
February l, 1974, to accept lhis leave policy or ro renin
culTent one.

Ai\IIUAL"LEAVE -

l. Employees of the Board of Regens shall earn AI- with the
length of leave based on the level of position,
responsibiliry, service, and orher facrors.

2. With the following, they shall accumulate and receive AL.

2-1. Non-classified employees and faculry with welve month
contrac6 shall be eligible for nvenry four days leave per
year (2 days a monh)

2-2. Faanlty on less than twelve month appoinmenB don't
accrue AL days Clhey do have holidays off)

2-3. All other ftll-time, regular employees shall be eligible
for AL as followsi less than five years service = 1.25 days
per month, 5-10 years = 1.5 days per month, lGl5 = 1.75 days
per month, 15+ yea$ = ?-00 days per month. *No person who is
eaming a higher accumularion than is authorized under this
shall be reduced to comply. Non-faculty employees working at
least one-half time, but less lhan full-time, shall
accumulae AL on a pro-rate basis. AL shall not b accorded
emergency or shon-rcrm employees or students employed on a
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Pan-rime basis.
leave will not be

MILITARY LEAVE -

A holiday occurring during an employee's
counted as a day of leave.

the Cuard or reserves shall be enrided
year without loss of paY, statua or

Any employee who is in
to 30 days of leave a
efficiency rating.
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LEAVE OF ABSENCE WITHOI,.|T PAY.

A full-dme employee may be ganled a conlinuous L WOP for a
period of time not to exceed one year.

SICK AND ETIIERGEI{CY LEAVE -

All full-rime employees who work more than one-half lime on a
regular and crindiruing basis, shall be eligible lo receive
an-d accumulate SL with pay. SL may be accumulated without
limit SL may be tranlferred with an employee from other
agencies of WesiVirginia where eligibility exiss for PEIB.

IYITN'ESS AND JURY LEAVE .

Upon the applicarion in writing, a permanenL -Probadonary'
prbvisionat, oi temporary employee may be granted leave with
pay for being a wimess or jury member.

LEAVE RECORDS TO BE ivIAIlfTAItiED BY EACH INSTITLTTION -

A complete leave record and file shall be mainrained by each
college and universiry for each employee.
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STATE OF WEST VIRGINIA

OFFICE OF LEGISIIATTVE AI'DITOR, TO !{IT!

I, Thedford L. shanklin, cPA, DlrecEor of the Legislative

Posts Audit Dlvislon, do hereby certlfy that. Ehe report appended

hereto waE roade under trry dLrection arid €uperlrlglon, urder Ehe

provisions of Lhe weBt vlrglnia code, Chapeer 4, Artlcle 2, a€

amended a-!d that the Eame is a true ard correce copy of 6aid rePort.

civen ulder my hard this l3+5 day of -fl-slsoa-b3g
L995.

(t1t",t&e- 
fr sht w-"

Thedfotd L. shanl<l1!, cPA, Director
LeglsLatslve Post Audlt Dlvl-sion

copy forwarded to the secretsary of the Department of

Adminlstratlon tso be flled aB a }rubllc record. copies forwarded to

each mernber of tshe Board of TruBEees of Ehe Universlty of West

vlrglnia Sygeetnr ChalcelLor of t.he UniverlEEy of West Vlrglnia

systen; Ciovernor; Attorney General i ard, statse Auditor.
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